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RD | nstruction 2045-Z7

SUBPART Z - ACTI ON PLANS FOR PROGRESS | N EQUAL EMPLOYMENT OPPORTUNI TY ( EEO
§ 2045. 1251 Ceneral.

It is the policy of the Federal Government, including the United States
Department of Agriculture (USDA) and Rural Devel opnment, to provide equal
opportunity in enployment for all persons; to prohibit discrimnmnation

i n empl oyment because of race, color, religion, sex, national origin,
age, or disability; and to pronote Equal Enpl oyment Opportunity (EEO

t hrough a positive continuing program

§ 2045. 1252 Pur pose.

This Instruction provides gui dance for the devel opnent, inplenentation,
and subnission, of Milti-Year Affirmative Enpl oynent Program ( AEP)

Pl ans, Annual AEP Acconplishnent Reports and Updates, and Federal Equal
Opportunity Recruitment Program (FEORP) Plans as required by the U S.

Equal Enpl oyment Opportunity Conmi ssion (EECC) and the USDA. The pl ans
and prograns required under this Instruction are designated “AEP" and

“ FEORP. ”

§ 2045.1253 EEOQO policy

It is the policy of the United States Department of Agriculture to

prohi bit discrimnation and to ensure equal enploynment opportunity for
all empl oyees and applicants without regard to race, color, religion,
sex, national origin, age, or disability. |In furtherance of this
policy, it is the responsibility of the Agency to assure that the

mani f est i nbal ance and conspi cuous absence of mnorities and wonen in

t he agency’s work force are addressed through an effective and ongoi ng
program of affirmative enploynent and that minorities and wonen have the
opportunity to achi eve the best possible utilization of their skills.

§ 2045. 1254 Designation of responsibility.

(a) Director of EEQ The Secretary of Agriculture has designated the
Assi stant Secretary for Adm nistration, USDA, as Director of EEQ with
aut horization to carry out effectively the responsibilities of Section
717 of Title VI1 of the Civil R ghts Act of 1964, as anended.

DI STRI BUTI O\ W5DC PERSONNEL
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(b) EEO Oficer. The Head of each Agency is designated as EEO O ficer
with the responsibility of effectively admnistering the EEO Program

whi ch includes affirmative action, equal opportunity in recruitnent, the
Speci al Enphasis Prograns (SEPs), and the Conplaints of Discrinmnation
Pr ogram

(c) Drector, Gvil Rights Staff (CRS). The Director, CRS, is
responsi bl e for devel opi ng and i npl enenti ng Rural Devel opnent policies
and practices, adm nistering activities under the EEO Program and
represents the Under Secretary on all aspects of the EEO Program by
provi di ng | eadership and direct assistance to Rural Devel oprment
officials. Further, the Director, CRS, is charged with overseeing the
pl anni ng and i npl enentati on of a positive program designed to assure
equal opportunities in all organizations in Rural Devel opnent.

(d) Deputy EEO Oficer. The following officials are hereby designated
as Deputy EEO Officers in Rural Devel opnent.

(1) The State Directors of Rural Devel opnent and Senior Oficials

in St. Louis are designated as Deputy EEO Officers and will assi st

each Rural Devel opment Agency Administrator in carrying out his/her
functions as EEO Officer within their assigned area(s).

(2) Responsibility for inplementation of the EEO programrests
solely with Deputy EEO Officers within their assigned area(s).
Deputy EEO Officers are responsible for evaluating the performance
of the EEO duties of EEO collateral duty enpl oyees and for assuring
that these enpl oyees receive appropriate support; i.e., training,
official time, and nmobility deenmed necessary for effective
performance of the duties of their official EEO assignnent.

§ 2045.1255 Definitions.

AEP Plan. A formal witten plan of managenent objectives designed to

i mprove the participation of mnorities and wormen in all categories of
enpl oyment. The Plan includes goals and tinetabl es designed to inprove
the representati on of wonen and minorities in specific occupations or
grade levels. It is an interimmanagenent tool for correcting

i mbal ances in the work force which ensures equal enploynment opportunity
within the parameters of merit principles.

Gvil Labor Force (CLF). Al persons 16 years of age and over, except
those in the armed forces, who are enpl oyed or who are unenpl oyed and
seeki ng work. The source of the CLF data for the purpose of AEP and
FEORP pl anning is the EEOC
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Conspi cuous absence. A situation in which the representation of EEO

groups in a specific occupational category or grade level is nearly or
totally nonexistent in the work force.

EEO group. Those EEO groups classified as “nmnority” for the purpose of
data collection by the Ofice of Personnel Managenent and the EECC

i.e., Black, not of Hispanic origin; H spanic; Asian or Pacific

I sl ander; and American |Indian or Al askan Native. The term “women”

i ncl udes non-nminority as well as mnority.

FEORP. A program for agencies to determine if mnorities and wonen are

underrepresented and/or under-utilized in the agency work force. Were

mani f est i nbal ance and conspi cuous absence exist, the inplementation of

a formal recruitnment plan is required with specific objectives to ensure
i ncreased availability of wonen and mnorities.

Fiscal Year. Reporting period from Cctober 1 of one year to
Sept ember 30 of the follow ng year

Mani f est inbal ance. A situation in which the representation of EEO
groups in a specific occupational category or grade level in the work
force is belowits representation in the appropriate CLF

Ofice. An office is an operating unit of an agency whi ch, because of
its unique organi zational structure, is treated as a separate entity for
t he purpose of determ ning nmanifest inbalance and conspi cuous absence
and for preparing AEP and FEORP Plans. |In the Rural Devel opnment,
offices are the States, St. Louis, MO and National Ofice.

§ 2045.1256 Availability of requl ations.

This Instruction and Exhibits A, B, C, and D are available for

i nspection in any Rural Devel opnent Ofice. Copies of this Instruction
and all Exhibits will be given to any enpl oyee or applicant for

enpl oynent on request.

§§ 2045. 1257 - 2045.1300 [Reserved]

Attachnments: Exhibits A, B, C, and D

0Qo
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Affirmative Enpl oynent Program Pl ans

A.  Purpose and scope. The purpose of this Exhibit is to define affirmative
action planning in Rural Devel opment and to provide guidelines and
instructions to field managers (State Directors; Senior Oficials in St
Loui s; and ot her enpl oyees with supervisory and/or manageria
responsibilities) with regard to affirmative action planning.

B. Legal authority. Requirenents for Federal Agency AEPs were first
establ i shed by Executive Order 11478 in 1969. |In the 1972 amendnents of Title
VIl of the Gvil Rights Act of 1964 (Section 717, 42 USC 2000-e 16), Congress
requi red Agencies to maintain affirmative action progranms to ensure

enf orcenent of the Federal EEO policy.

C. Rural Developnent. It is the responsibility of each Rural Devel opnent
(RD) Agency to assure that the nanifest inbal ance and conspi cuous absence of
mnorities and worren in each Agency’'s Wrk force are addressed through an

ef fecti ve and ongoi ng program of affirmative enpl oynent and that minorities
and worren have the opportunity to achieve the best possible utilization of
their skills. In addition, every effort will be nmade to give minorities and
worren the opportunity to avail thenselves of any and all existing prograns
which lead to initial enployment, advancement and the realization of their
fullest potential in each Agency.

D. Milti-Year AEP Plan. These instructions are to be used by all Rura
Devel opnent offices in the preparation of AEPs. Requi rements for preparation
i ncl ude:

(1) Cover sheet. Cover sheet should be signed by the Agency
Admi nistrator, or State Director

(2) EEO Policy Statenent. Statenment should be signed by the Agency
Adm nistrator, or State Director and include affirmation that:

(a) EEO for all enployees and applicants for enploynent, regardless
of their race, religion, color, sex, national origin, age, or
disability is an integral part of Agency policy.

(b) EEO policy requires AEP efforts throughout the Agency to
overcome past enploynent practices that have operated to restrict
opportunities for enployment.

(c) EEO covers all enploynent practices including, but not Iimted

to, recruitnent, hiring, promotion, transfer, conplaint resolution
reassi gnnents, training, benefits, and separations.
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(d) Managers, supervisors, EEO Oficers, State Admi nistrative

O ficers, and personnel lists share responsibility for successfu

i mpl enentati on of the AEP. Performance appraisals of these

enpl oyees shoul d include an el ement based on meeting EEO objectives.

(3) Delegations of authority. This section of the plan identifies the
responsibilities and authorities of AEP officials.

(4) Oaqganizational chart. Chart should identify major subordinate
organi zations (State, Area, and Local Ofices) reporting to the office
devel opi ng the plan.

(5) Certification of qualifications of EEO officials. The
certification should be signed by the Agency Administrator, or State
Director.

(6) Plan for prevention of sexual harassment. Plan should respond to
the foll owi ng questions:

(a) Does the plan outline specific steps to apprise enpl oyees of
their rights under Title VII?

(b) Are there proposed guidelines on dissemnation of information
and timeframes for inplenmentation?

(c) 1s an accountability systemin place?

(d) Are there any progressive initiatives outlined to acconplish
pr ogram obj ecti ves?

(7) Statenent of adequate nonitoring/evaluation system States should
submit a narrative describing their nmonitoring and eval uati on system
Internal monitoring and eval uati on systens shoul d incl ude:

(a) Information systenms that will provide periodic status reports
on work force profile and affirmati ve enpl oynent efforts.

(b) Capability to nmonitor enployment trends through review of
personnel transaction and other historical data.

(c) Integration of barrier analyses; elimnation of inpedinments;
i nnovati ve staffing techni ques; and concomtant.
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(d) Capability to integrate conprehensive managenent and personne
and budget planning with affirmative enpl oynent planning.

(e) Capability to review proposed personnel actions which affect
cat egori es where objectives have been established.

Program analysis. The analysis should include a conplete

assessment of how efforts are directed toward the eight major program
el ements which are listed in this paragraph

(07-25-01)

(a) Organization and resources

1. Are the EEO programofficials receiving adequate training
in EEQ, personnel adm nistration, and managenent to effectively
resol ve problens and issues within their areas of
responsibility?

2. Are adequate nanagenent and fiscal controls established to
nmonitor all resources allocated to the EEO progranf

3. Do special enphasis program managers devote sufficient tine
to accomplish program objectives? Do these managers have
adequat e del egations of authority to pronote programs and to
acconpl i sh program obj ectives?

4. Are EEO officials providing technical advice to managenent
of ficials and the Human Resources of fice?

5. Have supervisory and nanagenent personnel attended forma
training including coverage of their EEO responsibilities?

6. Has the incentive awards system been used to recogni ze
supervi sory and manageri al personnel for their understanding
and support of, and acconplishnents in EEQ?

7. Do performance eval uati ons of supervisory and manageri a
personnel include specific factors for evaluating their
under st andi ng and support of EEO as well as their achi evenent
of EEO obj ectives?

PN 334
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(b)

(c)

Work force anal ysis

1. Analysis of the work force by Professional Adm nistrative,
Technical, derical and O her (PATCO category, nmjor job
series, and individual grade levels or grade distribution
summary by race, sex, and national origin.

2. Comparison of the work force with the previous year’'s work
force.

3. Comparison of the work force with the Cvilian Labor Force.
See Exhibit D of this instruction for exanples.

Discrimination conplaints. Does an analysis of the bases,

i ssues, and findings of recent conplaints suggest possible problem
areas that may need to be expl ored?

(d)

Recruitment and hiring

1. Do present recruitment sources yield qualified mnority and
femal e applicants who neet organi zati onal needs?

2. Have qualification requirenents and procedures for hiring
been exanmi ned to determi ne whether barriers to EEO exist?

3. Do EEO officials provide technical assistance to the Hunman
Resources office and nonitor, as well as participate in,
recruitnent efforts?

4. 1s the selection process reviewed periodically to ensure
equal treatment regardl ess of race, color, religion, sex,
nati onal origin, age, or disability?

5. Does managenent nake itself available to comunity, civic,
and other groups interested in enhanci ng EEO?

6. Does managenent utilize recruitnment initiatives such as the
Cooperative Educati on and/or Student Trainee Prograns to find
qualified mnority and fenal e job applicants?
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Enpl oyee devel opnment prograns

1. Are systens for tracking information on enployee skills and
training in operation?

2. Have studi es been conducted on time-in-grade to determ ne
the reasons for any differentials which nmay exist by mnority
status and sex?

3. Have studi es been conducted to exam ne relative upward
noverrent of enployees to full performance, professional
supervisory, and hi ghest grade |evel s?

4. |s career counseling available to all enpl oyees?

5. Are efforts being made to ensure that appropriate training
opportunities are available to enpl oyees at all grade |evels
and in all occupational areas, without regard to nminority
status and sex?

Pronoti ons

1. Are internal selection and pronotion qualification

requi renents and procedures valid and job-rel ated, and include
no unnecessary barriers to full utilization of skills and
trai ni ng?

2. Are efforts being made to ensure that appropriate
promoti onal opportunities are available to enpl oyees at al
grade levels and in all occupational areas, regardless of
mnority status and sex?

Separations. Are efforts nmade to ensure that separations are

conducted fairly and in a nondi scrim natory manner?

(h) Program eval uation
1. Do EEO Advisory Comm ttees (EEOQAC) consult with nanagenent
officials to ensure that each provides input to EEO program
eval uati on?
2. Are findings from Managenent Control Reviews inplenented?
PN 334
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(9) Problemand barrier identification. For each program el enent,
identify problens and barriers for each EEO group

1. Select problems and barriers within your control

2. Select problens and barriers that can be elimnated within a
mul ti-year cycle.

3. Select problens and barriers affecting PATCO cat egori es and
maj or occupations and identify specific actions to elimnate each
probl em and barrier.

(10) Report of objective and action items. For each program el enent,
prepare a statenent of specific and neasurabl e objectives and supporting
action itenms which will solve problens and barriers identified.

1. Assign a responsible official for each objective/action item
listed.

2. Assign a target date for conpleting each objective and action
itemlisted.

(0]0 )
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Annual Affirmative Enmpl oyment Program Pl an
Accompl i shment Report and Update

A.  Purpose and scope. The purpose of this Exhibit is to provide guidelines
for affirmative action plan updates.

B. Legal authority. Managenent Directive 714 (EEO MD-714), Instructions for
devel opnent, submi ssion and inpl enentati on of Equal Enpl oyment Cpportunity
(EEO and Affirmative Enpl oynent Program (AEP) Plans required by Section 717
of Title VIl of the Civil R ghts Act of 1964, as anmended, and any such
variances herein fromthe notice, or the U S. Equal Enploynment Opportunity
Conmi ssion’s (EECC) Management Directive 714, have been approved by the
Department’s O fice of Civil Rights Enforcement (OCRE).

C. Annual Affirmative Enploynment Program (AEP) acconplishnent report and
update. These instructions are to be used by all Rural Devel opment offices in
t he preparati on of Annual AEP Acconplishnent Report and Update. The AEP
Accompl i shment Report and Update will extend through one fiscal year.

Conpl eted plans are to be submitted to the EECC and the Civil Rights Staff
(CRS) in the National O fice, Attention: Deputy Director, CRS. Each Fiscal
Year (FY), CRS will send a menmorandumwith a due date for submitting your
report and update. States will obtain state census data and current workforce
statistics to prepare your report and update.

D. Requirenents for preparation.

(1) Cover sheet. Cover sheet should be signed by the Agency
Admi ni strator, or Deputy EEO Oficer.

(2) Summary analysis of work force. A narrative work force anal ysis
using the Civilian Labor Force (CLF) should be provided. Analyze work
force by Professional, Adnministrative, Technical, Cerical, and Qher
(PATCO) category, nmmjor job series, and individual grade |evels or grade
di stribution sunmary by race, sex, and national origin.

(3) Acconplishnment report on objectives and action itens. For each
program el ement, prepare a statement which reflects the progress toward
achi eving objectives and action items that were identified in AEP Pl ans.

(4) Noteworthy activities and initiatives. Prepare a statenment of any
noteworthy activities or initiatives inplemented during the fiscal year.

0Qo
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Federal Equal Opportunity Recruitnent
Program (FEORP) Pl an

A.  Purpose and scope. The purpose of this Exhibit is to define the Federa
Equal Opportunity Recruitment Program (FEORP) in Rural Devel opment and provide
gui delines and instructions to field managers (State Directors; Senior
Oficials in St. Louis; and other enployees with supervisory and/or manageria
responsibilities) with regard to recruitment plans.

B. Legal authority: The Gvil Service ReformAct of 1978, (Title 5 of the
United Stated Code, Section 7201 (b)). This legislation directed the

U S. Equal Enpl oynent Opportunity Comm ssion (EEOCC) to devel op guidelines for
a special recruitnent program designated the FEORP. The statutory authority
requi res that agenci es conduct affirmative recruitment for those occupations
and grades within their work force in which there is a manifest inbal ance and
conspi cuous absence of mnorities and women. The guidelines do not include
coverage of disabled and ol der persons. The guidelines do include white

femal es, black males and fenal es, Hispanic nmales and femal es, Asian males and
femal es, and Anerican Indian nales and fenales.

C. Equal Enploynment Opportunity (EEQ policy. It is the policy of Rura
Devel opnment to prohibit discrimnation and to ensure equal enpl oynent
opportunity for all enployees and applicants w thout regard to race, color
religion, sex, national origin, age or disability.

D. Essentials of the FEORP Plan. FEORP is ainmed at elimnating nanifest

i mbal ance and conspi cuous absence of minorities and wonen in Federal Agencies
t hrough the application of internal and external recruitnent strategies which
include activities normally identified with training, enployee devel opnent,
job redesign, staffing, and other personnel nanagenent functions and actions.
The concept of FEORP rests on the belief that Federal Agencies have not in the
past targeted their recruitment of minorities and wonen based on their
availability in the Cvilian Labor Force (CLF) in sinmlar occupationa
categories. Agencies are now required to conduct affirmative recruitnent for
t hose occupations and grade levels within their work force in which there is
mani f est i nbal ance and conspi cuous absence of minorities and wonen. The

i mpl enent ati on of FEORP pl ans should, therefore, result in nore representative
appl i cant pools fromwhich to sel ect enployees. 1In this respect, the

obj ective of the Federal Government is to attain a Federal work force
reflective of the Nation's diversity. The minority groups whose enpl oynent

| evel s nust be catal ogued include white wonen, black men, black womnen,

Hi spani ¢ men, Hi spanic wonmen, Asian or Pacific |Islander men, Asian or Pacific
I sl ander wonen, Anerican Indian or Al askan Native men, and Anerican Indian or
Al askan Native women where there is manifest inbal ance or conspi cuous absence.
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E. FEORP Plan. The National Ofice Cvil Rights Staff (CRS) will send any
new requirements to all Rural Devel opment Ofices in October. The FEORP Pl an
will extend through one fiscal year. Conpleted plans are to be subnmitted to
the CRS in the National O fice in January.

(0]0)
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Cal cul ati ng Underrepresentation and Setting Nunerical Objectives

A. The Setting of nunerical objective (goals) is an essential part of
affirmati ve enpl oynent planning. Goals are established in Milti-Year
Affirmative Enpl oynent Program (AEP) Plans and continue in AEP Acconpli shnent
Reports until there is no manifest inbal ance and conspi cuous absence of Equa
Enpl oyment Qpportunity groups.

B. Calculating underrepresentation. To determ ne the degree of
representati on of EEO groups, divide the percent representation of the
mnority group or wonen in the work force in a Professional, Administrative,
Technical, Cerical, and O her (PATCO category/occupational series/grade

| evel by the percent representation of the same minority group or wonen in the
Cvilian Labor Force (CLF) in the PATCO category and multiply by 100. The
result is the underrepresentation index or U |I.

If the U I. is O0to 10, there is a conspicuous absence or severe
underrepresentation of the mnority group or wonen. If the U 1. is 11 to 99,
there is a manifest inmbalance of the mnority group or wonren. A U. |. of 100

is parity in the work force.

Example: Black fenmales in adnministrative occupations in Tennessee

Total number of enployees in the adnministrative work force in Tennessee
(from National Finance Center (NFC) Departnental Notice (DN) 714

121

Total number of black females in admnistrative work force in Tennessee
(from NFC DN 714)

0

Percent black females in administrative work force in Tennessee (from
NFC DN 714)

0.0

Percent black females in the administrative CLF (from 1980 Census Data
Report of Tennessee)

o

0 = 0 x 100 = Ul. of O

b
o
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There is a conspi cuous absence of black fermal es in adm nistrative occupations
in Tennessee.

To reach parity for underrepresented EEO groups, nunerical objectives nmust be
est abl i shed.

C. Setting numerical objectives. To determ ne how many of an EEO group is
needed for parity, take the total nunber in the PATCO cat egory/occupati ona
series/grade level and multiply that number by the CLF percent of the EEO
group in question. Then subtract the number of the current onboard strength
total of the EEO group in question. The result is the nunmber needed for
parity. The nunber needed for parity does not have to be the nunerica
objective you set for any particul ar year of the AEP or Federal Equa
Opportunity Recruitment Program (FEORP) planni ng purpose, but shoul d be your
nunerical objective for the nmulti-year period covered by the AEP pl an

Exampl e: Bl ack fenal es
Total nunber of enployees in the administrative work force in Tennessee
121
Percent black females in administrative CLF
4.6
4.6

121 x = 5.5

Onboard strength of black fenal es

5.5 - 0 = Nurerical goal of 5
NOTE: The CLF data on NFC DN 714 is nationw de, but States and the Finance
Ofice should use State CLF data in determ ning manifest inbalance and
conspi cuous absence, and for setting numerical objectives.

Addi tional Exanple: Asian nmales in administrative occupations in California

Total number of enployees in administrative work force in California
(from NFC DN 714)

74
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Total nunber of Asian nmales in administrative work force in California
(from NFC DN 714)
2
Percent Asian nmales in administrative work force in California
2.7

Percent of Asian males in admnistrative CLF (from 1980 Census Data
Report of California)

5.9

N

7 = 0. 45 X 100 = Ul. of 45
.9

(€3]

There is a manifest inmbal ance of Asian males in admnistrative occupations in
California.

Exanmpl e:  Asi an nal es

Total number of enployees in the adninistrative occupations in
California

74

Percent Asian males in admnistrative CLF

5.9
74 X 5.9 = 4.3
Onboard strength of Asian mal es
2
4 - 2 = nunerical goal of 2
00o
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